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«xoma Ne 22 r. YepemxoBo
(MOY IlIkomna Ne 22 r. YepeMx0BO)

1. Ooume MoJI0KEeHUA

1.1. Tlonoxenue 00 DSIEKTPOHHOM JOKYMEHTOOOOPOTE pa3pabOTaHO B COOTBETCTBHUH C
TpeboBanusimu dDenepanbHoro 3akoHa or 29.12.2012 Ne 273-®3 «O6 ob6pazoBaHuu B
Poccuiickoit @enepaunny», @enepanbHoro 3akona ot 27.07.2006 Ne 149-d3 «O06 undopmanumy,
WH()OPMAIIMOHHBIX TEXHOJIOTHSX U 3ammre uHbopMmaruny», @DenepaqbHOr0 3aKOHAa OT
27.06.2007 Ne 152-®3 «O nepcoHaJIbHbIX JaHHBIX).

1.2. Tlonoxenune 00 AIIEKTPOHHOM JOKyMeHTooOopote (manee- [lonoxkeHWe) ycTaHABIUBAET
CAUHBIC Tpe6OBaHI/I$I K OopraHusanvun pa6OTI)I C JOKYMCHTAaMH, IMOJIy4a€CMbIMU N OTIIPABJIACMBIMHA
C IMTOMOUIBIO JIEKTPOHHOMN MOYTHI.

1.3. Z[J'ISI uened Hacrosmero IlomoxkeHus YCTaHAaBJIMBAKOTCA CICAYHOIIHME TCPMUHBI U
OIIPCACIICHUA:

OnektponHas noura (OII) - cuctema, MO3BOJISIONIAsT TTOJIB30BATENSAM OTIPABIATH COOOIIECHUS
Yyepe3 MOJIEM WIIH CETEBOE COSTMHEHHE C OJTHOTO KOMITBIOTEPA Ha APYTOM.

JlokymeHTupoBaHHas uHpopMalys (IOKYMEHT) - 3adUKCUpOBaHHAas Ha MaTepUaTbHOM
HocuTeNe MH(pOopMaIus ¢ PeKBU3UTAMH, MIO3BOJIIOLUIMMHU €€ UACHTU(HUITUPOBATb.

DneKTpoHHBIH AokyMeHTooOopoT (DJ10) - opraHuM3alMOHHO M MPOTPAMMHO - TEXHUYECKH
yrnopsiiodeHHass HWH(pOpMalMoOHHAs CHUCTeMa, oOecledmBaromias mpoiecc oOMeHa, cOopa,
00paboTKH, HAKOTIEHUS ¥ XpaHEeHUS WH(OPMAIIUU TTOCPEICTBOM DIIEKTPOHHBIX JOKYMEHTOB.

OneKkTpoHHbIN A0KyMeHT (/1) - TOKyMEeHT, CO3/ITaHHBIM PU MOMOIIM 3JIEKTPOHHBIX alnapaTHO
- TEXHUYECKMX M MPOTrpaMMHBIX CpPEICTB, (UKcUpyeMblii B LHUpoBOM Kozxe B ¢opMme
UJACHTUPHUIMPYEMOTO TI0 COJAEP’KATeIbHOW YacTH HMMEHOBAHHOTO (aiina, JOCTYNHBIA Ui
nocleaAyromeil  00paboTKH, WCIOIb30BAHMS, BOCIPOU3BEICHUS (oToOpaskeHus) u
BU3YaJIbHOI'O



BOCIIPUSATHSA, a TAKKE IS epejauy ¥ MOJIYYCHHS M0 TEJIEKOMMYHHUKAIIMOHHBIM KaHalaM CBSI3H.
[TakeT AJIeKTPOHHBIX TOKYMEHTOB (MaKeT) - OuH uiu 6oiee D/I.

Onektpornoe coobierne (IC) - JIOTHYSCKH IEIOCTHAs COBOKYITHOCTh JTAHHBIX, HMEIOIIHX
CMBICIT 11 YYaCTHUKOB HWH(POPMAIMOHHOTO B3aMMOJCUCTBHS, 3aKOJUPOBAHHAS CIOCOOOM,
MTO3BOJISIFOIIMM 00ECTICYUTh €€ 00pa0OTKy CPEeICTBAMU BEIYUCIUTEIILHON TEXHUKH, TIepeady 1o
TCIICKOMMYHUKAIIMOHHBIM KaHAJIaM CBA3M W XPAHCHUC HaA MAIIWMHOYHUTACMBIX HOCHUTCIIAX
HH(bOpMaI.[HOHHLIM KaHaJIaM CBA3U U XPAaHCHHUEC HAa MAllIMHOYNUTACMBIX HOCUTCIIAX I/IH(bOpMa]_[I/II/I.

VYyacTHuk - pabotHuku u agmuuauctpanus MOY Ilkona Ne 22 1. UepemMxoBo, y4acTBYIOIIUE B
ANEKTPOHHOM JOKyMeHTooOopote (nanee - [llkoma).

OtnpaButenb 3JIEKTPOHHOTO JOKyMEHTa (oTmpaButenb) - pabotHuk lkonsr  win
agmuHucTpanus 1Kokl KOTOpOe HaNpaBIIsAeT AIEKTPOHHBINA JOKYMEHT.

[Tosydarenb 3JIEKTPOHHOIO JOKyMeHTa (Moay4aTelib) - padboTHUK LIIKOJbI WM aiMUHUCTpALIUS
[IK0JIBI, KOTOPOMY OTIPABJIEH JIEKTPOHHBIN TOKYMEHT.

JlocTaBka 3JEKTPOHHOIO JOKYMEHTa (JIOCTaBKa) - (U3MYECKUH NpoLecC IMepeMelleHUs
AJEKTPOHHOT'O JOKYMEHTA OT OTIIPABUTEIIS K IOJIY4aTENIo.

1.4. B nacrosimem Ilonoxenun B kauectBe D/] paccmaTpuBaroTCs 3JEKTPOHHBIE CIIYXKEOHO -
MH(POPMAIIMOHHBIE JOKYMEHTHI.

1.5. IlonoxeHue pacmpocTpaHseTCsl Ha OpraHu3aluil paboThl € JIOKyMEHTaMH,
IepelaBaeMbIMH U MOJy4a€MBIMH C IIOMOLIBIO 3JIEKTPOHHOM MOYTHI, BKJIIOYAs UX MOATOTOBKY,
PETUCTPALIMIO, YUET, OTIIPABKY U IOJIyYCHHUE.

1.6. TpeboBanwmsi, ycranaBmuBaeMsbl [lomoxenreM, 00s3aTeNIbHBI ISl BceX paboTHUKOB LIIKOITBI.

1.7. OTBeTCTBEHHOCTh 3a OPraHMU3AIMI0 U COCTOSHUE JOKYMEHTAllMOHHOIO 00ecreueHus
IIOCPEICTBOM DJJEKTpOHHOM mouTel B IlIkosie Bo3maraercs Ha OTBETCTBEHHBIE JIMLA H
pabOTHHKOB:

* mojmepkka B pabOTOCIIOCOOHOM COCTOSHMM TEXHHYECKOTO M MPOTrPaMMHOTO
o0ecrniedeHus, OTBEYaroIero 3a GyHKIIMOHUPOBAHUE JIEKTPOHHON MOYTHI;

* MpuUeM, KOHTPOJIb YUTAEMOCTH U JOCTOBEPHOCTH, pacledyarka €CiId HEeT JIPYTrux
BO3MOXXHOCTEH O3HAKOMJICHHsSI C DJIIEKTPOHHBIM BapUaHTOM TEKCTa), y4eT u
pacnpeziesieHus: NOCTyNarNX JOKYMEHTOB;

* TMOATOTOBKA M OTMpaBKa MHGOPMAIMHU B a/ipeC OpraHU3ally, NpUcIaBIIel TOKYMEHT,
0 JaTe MPUEMKH JIOKYMEHTa M JlaTe JIOBEJIEHHUs 10 JOHKHOCTHOTO JHia (Tepenadn B
JIEIOTIPON3BO/ICTBO);

* Iepenaya JJOKYMEHTOB Ha paCCMOTPEHHE PYKOBOJIUTEINIO (B JEIOIPOU3BOCTBO);

® YU4ET W pEerucrpanuda OTHPaBIACMBIX U3 [Ixomb! JOKYMCHTOB, IIPpOBEpKa
MPABIJIBHOCTH UX O(hOpPMIIEHUS ¥ OpraHU3alvs UX OTIPABKH;

* KOHTpPOJb TONyYyeHUs HuHoOpMamMu ajapecaToM, OpraHW3alus B  cliydae
HE00X0IMMOCTH, TOBTOPHO OTIIPABKU JOKYMEHTA;

* ONEpPaTUBHOE PEIICHHE BOIPOCOB M0 padOTe AIEKTPOHHON MOYTHI.



2. YcaoBus A0NMycKa YYacTHMKA K ocylecTBaeHuio /10

2.1. YyacTHHK JOIyCKaeTcs K OCYIIECTBICHHIO IOKYMEHTOOOOPOTa MOCIE BBIITOJIHEHUS BCel
COBOKYITHOCTH CJIEAYIOUIUX ACHCTBUIM:

2.1.1. YcraHOBKHM HEOOXOAMMBIX allapaTHBIX CPEJCTB, MPOrPAMMHOIO M WH(OPMAIMOHHOTO
o0ecrieueHus.

2.1.2. Opranuzanus siyKa 3J1eKTPOHHON MOYTHI MOJTydaTesl.

2.1.3. CornacoBanuss MeXIy Y4YacTHHKaAMH NEPeYHS JOKYMEHTOB IE€pPeJaBacMbIX IIO
TEJICKOMMYHUKAILIMOHHBIM KaHAJIAM CBSI3H B DJIEKTPOHHOM BUJIE.

3. Opranu3anus 3JIeKTPOHHOI'0 JOKYMEHT0000poTa
3.1. Tlopsaok opraHu3anuu IEKTPOHHOTO JOKYMEHTO000poTa:

3.1.1. DnexTpoHHBINA JOKYMEHTOOOOPOT BKIIIOUAET B ceOsl:

* (opmHpOBaHUE IEKTPOHHOIO JOKYMEHTA,;

* OTIPABKY U JOCTaBKY 3JIEKTPOHHOI'O JOKYMEHTA;

* IPOBEPKY DIEKTPOHHOI'O JOKYMEHTA;

* IOATBEPKICHHUE MTOIYYCHUS HIEKTPOHHOIO JOKYMEHTA,;

* y4eT JJICKTPOHHBIX JOKYMEHTOB;

* XpaHEHUs JEKTPOHHBIX JOKYMEHTOB (BEJCHHE apXUBOB IEKTPOHHBIX IOKYMEHTOB).

3.1.2. ®opmupoBaHUE IEKTPOHHOTO TIOKYMEHTA OCYIIECTBIISIETCS B CIEIYIONIEM TTOPSIKE:

M (l)OpMI/IpOBaHI/Ie QJICKTPOHHOT'O IOKYMCHTA B BUJIC UMCHOBAHHOTI'O (l)aﬁna;
¢ IOAIMCaHHuC C(l)OpMI/IpOBaHHOFO QJICKTPOHHOT'O IOKYMCHTA B BUIAC UMCHHOTI'O cpaﬁna.

3.1.3. CdopMupoBaHHBIN 3JEKTPOHHBIA JIOKYMEHT HUMEET HOPUAMYECKYI0 CHIy M BIEUYeT
IPEIyCMOTPEHHBIE ISl JIaHHOTO JIOKYMEHTa IIPaBOBBIE TMOCJIEICTBHUA B ClIy4dae €ro
HaJIJIeKalero o(hOpMIIEHUsI B COOTBETCTBHHU ¢ HacToAuM [losoxkeHneM.

3.1.4. C uenpio yMeHbIIEHHS O0BEMOB TiepenaBaeMoll MH(OPMAIMK TPU TPAHCIOPTHPOBKE
AIIEKTPOHHBIX JIOKYMEHTOB MOTYT HCHOJb30BaThCSl CHEIHAIbHbIE AJITOPUTMbl  CXKATHS
uH(pOpMaLIUH.

3.1.5. Bce opuanyeckue neicTBHsI, 0(OpMIIIEMbIC TOCPEACTBOM JICKTPOHHBIX TOKYMEHTOB B
COOTBETCTBUU ¢ HacToAmuM [lonokeHrneM, MpU3HAIOTCS COBEPIIEHHBIMU B MTUCbMEHHON (hopme
U HE MOT'YT OBbITh OCHIOPEHBI TOJBKO HAa TOM OCHOBAHUH, YTO OHHM COBEPIICHHBI B 3JIEKTPOHHOM
BHJIE.

3.1.6. Ilocne momyyeHHst IEKTPOHHOTO JOKYMEHTA MOJIydaTellb 0053aH HAllPaBUTh
OTIIPABUTEIIO TAKOTO JOKYMEHTA MOATBEPKACHHUE O MOITYYEHUH 3JIEKTPOHHOTO JOKYMEHTA.

4. Opranusanus padoThl ¢ MOCTyNAaKIIeld KOPPeCHOH/IeH Iueil



4.1. CnocoObl JOCTaBKH KOPPECTIOHICHIINH
4.1.1. JlocTtaBKka KOPPECIOHICHIIUN OCYIIECTBIISACTCS 110 JICKTPOHHOM 1MOYTe.

4.2. Tlpuem u 00pabOTKa KOPPECHIOHACHIINU:

4.2.1. KoppecnoHeHIus, MOCTyNaoas 1mo 3IeKTPOHHON mo4te oT paboTHUKOB B [1IKo0IHI,
MPOXOAUT Yepe3 AaHTUBUPYCHYIO IMPOBEPKY, pacreyaTbiBaeTcs (€cau HeT ApYyrux
BO3MOKHOCTEH O3HAKOMJICHUS C SJECKTPOHHBIM BapHAHTOM TEKCTA), MPOXOJUT MEPBUYHYIO
00paboTKYy, pacipeeieHue, PETUCTPALIHIO.

4.2.2. B mpomecce mnepBOHAYAIBHONH OOpaOOTKM TOCTYHAIOIIEH KOPPECIOHICHIIMA BCE
JOKYMEHTEI IIPOBEPSAIOTCA Ha HAIMYUE BUPYCOB, IIPOBEPSIETCI UX YATAEMOCTD U IIOJIHOTA.

4.2.3. DnexTpoHHOE COOOIIEHHE CUUTAETCS MOCTYIHUBIINM TOCIIE TPOBEPKU MMOMITUHHOCTH H
BO3MOYKHOCTH €0 BOCIIPOU3BECHU.

4.2.4. TlpueMm KOpPpeCHOHJEHIUHU (YTEHHE TOYTHI) OCYIIECTBISIETCS YYaCTHUKAMHU HE pexe
ISITH pa3 B JICHb.

4.2.5. O0paboTka KOPPECIOHACHIIUN MTPOU3BOJUTCS B JIEHb €€ MOCTYIJICHUS WIN B MEPBBIN
pabouwuii IeHb MPH MOCTYIJICHUU B HEpabouue JTHU.

4.2.3. Perucrpanus JOKYMEHTOB M Ilepeiada uX B JEIONPOU3BOACTBO:
4.3.1. Bce noctynuBuive JOKYMEHTBI PETUCTPUPYIOTCS U 00pabaThIBAtOTCS.

4.3.2. Peructpanusi TOKYMEHTOB NPOM3BOJUTCA B JI€Hb HMX IMOCTYIUIEHUS WJIM B HEPBBIH
pabouuil 1eHb MpH MOCTYMJICHUN B Hepabouue JTHU.

4.3.3. Tlocme perucTpanru MoJIyd€HHbIC JOKYMCHTHI IIEPECAA0TCA B ACTIOIIPOU3BOACTBO.
4.4, HO,Z[TBep)K,I[eHI/IC O IMOJIYYCHUH 3JICKTPOHHOT'O JOKYMCHTA!

4.4.1. Ilpu mody4eHUH SJEKTPOHHOTO JIOKyMEHTa IMoJydaTeib I0 3alpocy HaIlpaBiseT
OTIPABUTENIO TAKOTO JOKYMEHTA MOATBEP)KIEHUE O MOIYYEHHHM NIEKTPOHHOIO JAOKYMEHTA.
[TonTBepxieHNe HanpaBisieTcst B OpMe JIEKTPOHHOTO COOOIIEHHUS.

5. OpraHu3aunus OTHPABKH JOKYMEHTOB
5.1. TloaroroBka TOKYMEHTOB K OTIIPaBKE.

5.1.1. K noxyMeHTaM, OTIPABIISEMbIM I10 JIEKTPOHHOMN MOYTE, MIPEABSABISAIOTCS CIEIyIOIINe
TpeOOBaHMUs TOKYMEHTBI TOTOBSITCS C TOMOIIBIO TeKCTOBOTO penakTopa Word wim
tabnmaroro penakropa Exell ¢ ucnonszoBannem mpudros Arial, Times New Roman u moryt
conepxkath rpaduueckue n3odbpaxenus B popmare PDF, JPEG.

5.1.2. Tlpu oTmpaBke TOKYMEHTOB IpeABAPUTEIHLHO IPOU3BOIUTCS MTPOBEPKA UX
JIOCTOBEPHOCTH.



5.2. OtnpaBka TOKyMEHTOB IO JIEKTPOHHOU MOYTE.

5.2.1. JlokyMeHTBI, HOJyICXKAIKEe OTIpPAaBKE IO JJICKTPOHHOW MouTe, 00pabaThIBAIOTCS M
OTIPABISIOTCS B JICHb MX MOCTYIUICHHUS JIN0O, KaK MCKIIOYCHUE, HE TO3HEE CIICAYIOIIETO
pabodero JHs.

5.2.2. I[ocmm(a HJIM 3aMCHA paHEC pa30oCIaHHOI'0O JOKYMCHTA OCYIICCTBIIACTCA 110 YKa3aHHUIO
Jinna, IMoAInmucaBuiero 10KyMcEHT.

5.2.3. B 01HOM 3JIEKTPOHHOM COOOIICHUH, KaK MPABHJIIO, TIEPEChHUIACTCS OJIMH JTIOKyMEHT. B
cltydae, eclid HeoOXOAMMO TMepeciiaTh HECKOJIBKO TOKYMEHTOB, OHH TIOJIEKAT 00s3aTeIbHON
ynakoBke B apxuBax RAR wm ZIP. Jlokyment, oo6bemom 6oiee 100 xkbaiit, apxuBupyercs.

5.2.4. Tlepen oTmpaBKOH JOKyMEHTA MO 3JEKTPOHHOM IMOYTE HEOOXOAUMO POBEPUTH €0 Ha
HaJIM4Yue BUPYCOB.

5.3. C mnoMompl SIEKTPOHHOW TOYTHI OCYIIECTBISETCS ONEpaTUBHAas Iiepeaayda
nH(pOpManuu B BUJC:

* IIPUKA30B U PaCIOPSLKCHUM;

* YKa3aHWH U HCEM;

* DJICKTPOHHBIX COOOIICHMUIA;

* JIOKJIAJHBIX U CIY)KEOHBIX 3alHUCOK.

6. XpaHeHne JICKTPOHHBIX TOKYMECHTOB

6.1. Bce ayieKTpOHHBIE TOKYMEHTHI JIOJDKHBI XPaHUTHCS B TOM XK€ opMaTe, B KOTOPOM OHH
ObLTH C(HOPMHUPOBAHBI, OTIIPABIICHBI M TIOJTYUEHBI.

6.2. CpOK XpaHCHUA JICKTPOHHBIX JOKYMCHTOB HOJI’KCH OBITh MEHEE ITSTH JICT.

6.3. XpaHeHHE DJEKTPOHHBIX JOKYMEHTOB JOJDKHO CONPOBOXIATHCS XpaHEHHUEM
COOTBETCTBYIOLIIETO MPOrPaMMHOT0 0OeCreyeHHs], MO3BOJSIONIET0 HMETh BO3MOXKHOCTh
paloThI ¢ NEKTPOHHBIMU KypHAJIaMH U JJOKYMEHTaMH.

6.4. OO0s3aHHOCTH XpaHEHUS IEKTPOHHBIX JIOKYMEHTOB Bo3yararorcs Ha YdyactHukos D/0.

6.5. [l BBINOJHEHHUS TEKYIIMX PadOT MO BEJCHUIO ANEKTPOHHBIX apXUBOB YuacTHUKH D/10O
Ha3HAa4yaloT OTBETCTBEHHOE JIMIIO.

6.6. 3J'IeKTpOHHBIe ApXUBbBI TOMJICIKAT 3alIUTC OT HCCAHKIUMOHHUPOBAHHOI'O [JOCTYyIIA,
HEMIPCAHAMCPCHHOI'O YHUYTOKCHUA U (I/IJ'II/I) HNCKa)XCHHUA.

7. O6ecnevyeHue HH(POPMAIIMOHHOH 0€30MIACHOCTH JIEKTPOHHBIX JOKYMEHTOB

7.1. CoOmonenue TpeOoBaHMi HHPOPMAIIMOHHOW OE30MaCHOCTH TPU OpraHHU3AINH
3JIEKTPOHHOIO JIOKYMEHTO000pOTa 00eCIIeYnBaET:

* KOH(UIACHIMAIBHOCTh HHPOPMALIUH (TOTYIUTH JOCTYH K HH(OPMAITUH MOKET
TOJIKO ONPEAETICHHBIN KPYT JINI);



* I[EJIOCTHOCTh TepeaaBaeMoil uHpopManuu (TapaHTHPOBAHWE, YTO JaHHBIC
nepefaoTcs  0€3 HCKaKEHWH W UCKII0YAeTCs  BO3MOXKHOCTb — ITOAMEHBI
uHpOpMaInN);

* ayreHTH(UKanuio (Koraa mepeaaBaeMyio MH(GOPMAIMIO MOXKET MOJYYUTh TOJIBKO
TO JIMII0, KOMY OHO IIPEJHAa3HAuY€Ha, a OTIPABUTEIIEM SIBISIETCS UMEHHOTO TOT, OT
YhEro MMEHH OHA OTIPABIICHA).

7.2. TpebGoBanuss mo uHGOPMAIMOHHON OE30MACHOCTH NPU OPraHU3aLUU DICKTPOHHOTO
JTOKYMEHTO000pOTa peann3yloTcs MOCPEACTBOM IMPHUMEHEHUS MPOTPaMMHO- TEXHHYECKHX
CPEIICTB U OPraHNU3aI[HOHHBIX Mep.

7.2.1. K nporpaMMHO - TEXHUYECKHUM CPEICTBAM OTHOCSTCS:

* IpOrpaMMHBIE CpEACTBA, CIEUUAIBbHO pPa3pabOoTaHHblE M  OCYIIECTBICHUS
3JIEKTPOHHOTO JOKYMEHTO000POTa;

* cucTeMa naposiei u uIeHTU(PUKATOPOB [T OTPAHUYEHUS JOCTYIIA [0JIb30BaTeIeH U
aJIMMHHUCTPATOPOB K TEXHUYECKUM U IPOrPaMMHBIM CpPEICTBAM CHCTEMBI
AJIEKTPOHHOTO JOKYMEHT0000POTa;

* MPOrpaMMHO - alllIapaTHbIE CPEACTBA 3aLUThI OT HECAHKIIMOHUPOBAHHOIO JOCTYIIA;

* CpEICTBA 3aIUTHI OT IPOTPAMMHBIX BUPYCOB.

7.2.2. K opranu3aiiiOHHBIM ME€paM OTHOCSTCSI:

* pa3MelleHHE TEXHUYECKUX CPEACTB B IOMEIIEHUAX C KOHTPOIUPYEMBIM JOCTYIIOM;

* aIMUHUCTpPATUBHbIE OTPAaHUYEHHUS JOCTYIA K 3TUM CPECTBaM;

* 3a/laHH€ PEKMMa MCMOJIb30BaHUS MOJB30BATEISIMU U aIMUHUCTPATOpaMu HapoJien
U UJIEHTU(UKATOPOB;

* JIONYCK K OCYILECTBIIEHUIO TOKYyMEHTO000POTa TOJIBKO ONpPEIETICHHBIX JIUII;

* MOAJEp)KaHNUE IPOrPAMMHBIX CPEJCTB B MCIIPABHOM COCTOSIHUU;

* o0Oyuenue paboTHuKoB LlIkoibI;

* 3alIMTa TeXHUYECKHX CPEICTB O MOBPEXKIAIOIIMX BHEIIHUX BO3ACHUCTBUI (MOXap,
BO3JICHICTBUE BOJIBI U T.11.)
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